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INTROOUCTiON 



EdMCttlon It gttting a tm thrust. The big thrust Is tOMtrd arMr 
•ducatlon. Nmv sm It as bting tht first major rt-orlMtttlon of 

Kbilc tducatlon In ndtm tints. Son btlltvt It should bt tht back- 
no of all tducatlon. 

Tht conctpt of arttr tducatlon Is that all tducatlon should assist 
studtnts In asstssing thtir abllltlts and Inttrtsts as wall as providing 
thtM with tht Infomttlon, guldanct and counstling, and basic skills 
nttdtd to htip tht* Mkt rttllstic carttr dtclslons. 

Although som Junior high school youths art not ready to nakt lasting 
aretr cholcts, thty art rtady for actlvltlts that will givt thtn tx« 
posurt to rtal work situations, l.t.., part-tine or voluntttr work, 
laboratory projtcts, plant tours and Vap" stsslons with tnploytts and 
tnploytrs. 

Carttr tducatlon ttachts students to LIVE, LEARN, and EARN. 



ORGANIZATION 



This unit In career education Is for Junior high school studtnts. 
ApproxiMttly thrtt weeks nay be allowed for the unit exclusively. 
However, various phases of It nay be Integrated Into the on-going 
currlculun. For exanple, as a culnlnating activity of the child cart 
unit In hone tcononlcs, tht studtnts nay study Job opportunltlts In 
tht arte of child care. An English class can get extensive training 
In the basic skills needed to get a Job, such as writing letters of 
application, the Job Interview and personal resunes. 

Guidance counselors and hone roon teachers niy use parts of tht unit 
for occupational and tducatlonal counstling and hont roon guldanct. 
Tht unit Is developed so that each part nay be taught singularly. 



SCOPE AND SEQUENCE 



Orientation to the World of Work 

Understanding Yourself and Others 

Integrating Career Education Into Subject Jtotter Contents 

Carter Cluster Approach to Career Education 

Instructions for using the unit: 

Blank spaces appear In parts of t;ie unit. These blank 

spaces should be filled In with the nane af the course or tht 
cluster of careers that Is being studied. 
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EXAMPLE: Ther« are socially acceptable careers that use wathewatiet 
skills and knowledge 

or 

Have students name occupations In the health careers 
cluster. 



GENERAL OBJECTIVES 



The ultimate purpose of this unit Is to provide learning experiences to: 

1. Foster the development of personal traits, attitudes, and habits 
that are necessary to succeed In the world of work. 

2. ' Aid In developing an awareness of relevant factors, such as abil- 

ities. Interests, values, goals and education and their relationship 
to occupational choices. 

3. Familiarize students with a wide range of occupational areas to 
aid In formulating general career preferences. 

4. Familiarize students with specific high school courses that offer 
training related to various desires, acquired skills. Innate abil- 
ities and the projected demands of Industry and business. 

5. Help students acquire skills and the expertise that will facilitate 
decision making processes. 



METHODS 



Success In teaching a career education course depends primarily on the 
degree to which It Is student-centered. Each student should be allowed 
to analyze his Interests, talents, personal traits and abilities to see 
how he can fit Into our vast economic system. Therefore, the students 
need to be "Involved" from the very first day and throughout every phase 
of the course. 

Questionnaires and/or a pre-test may be used at the beginning of the course 
"to find" where the student Is. A similar Instrumemt may be used at the 
end of the unit to measure the student's growth. 

Case studies may be used to stimulate Interest and to develop problem 
solving, decision making techniques. 
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StudMts lovt to "get Into the act". Soclo-dramas Miy be used to 
ttaeh Mny phases of this unit. This method along with other group 
activities Is especially effective with the slow learner. 

In working with the advanced or accelerated students. It Is desirable 
to give them special projects that are more stimulating. Select learn- 
ing experiences that will lead them to form concepts and generalizations 
Independently. These students may be able to handle activities and pro- 
jects that require outside research, study, and problem solving. 

Artistic students In the class should be given special projects that will 
utilize their talentsand give them a medlua for expressing their Ideas 
and Interests In the world of work. They may be asked to draw cartoons, 
set up displays, design posters, bulletin boards, and other visual aids. 

Primary sources of occupational information ae the worker and the em- 
ployer. Therefore, students should have direct, personal contacts with 
employries and employers through personal Interviews, field trips, "rap* 
sessions with workers and classroom symposiums. The students should 
be permitted to ask questions and discuss freely all aspects of the Job. 

"Learning by doing" Is still considered the best educational method. 
Students should be permitted, when at all possible, to handle and use 
the tools and experience some activities of the workers. This can be 
achieved, to some extent. In laboratory classes. In some cases, stu- 
dents may obtain part-time or summer Jobs to earn money, and acquire 
some expertise liv the world of work. Where funds and plant facili- 
ties are available, a career education laboratory can provide explora- 
tory activities for students In various career areas. 
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ORIENTATION TO THE WORLD OF WORK 



Generalizations: 

1. An ippreclitlon of the world of wnrk in a democratic soci- 
ety helps one to understand the vUdl contribution made by 
each worker. 

2. Knowledge of available job ..riHu tunlties tends to help Indl 
v1 duals plin for the achievement of goals. 

3. Socio-economic and technuxl developments are continuing to 
require more skillfully trailed people. 

4. High school and post-high schnoi vocational training offer 
preparation for a wide range of occjp'itlnns. 



Objectives: 

Upon completion of this unit the students should be able to: 

1. Identify three factors r.hat affect the availability of jobs. 

2. Discuss in written forr or orally the value of work In a 
democratic society 

3. Relate In an essay the f.MC^ vocational education 
as preparation for the world of vortt . 

4. List the three primary sources of infortnation regarding jobs. 

5. Use objective criteria for examining various careers. 

6. Formulate clusters of careers when given a list of various 
occupations. 
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UNDERSTANDING SELF AND OTHERS 



Generalizations: 

1. As a person Improves his personal qualifications and acquires 
skills, his opportunities for employment tend to increase. 

2. Both employers and employees make contributions to the Job which 
can result in mutual satisfaction and effective Job performance. 

3. When one has an accurate concept of himself, he has a sound 
basis for making hl.welf employable. 

4« Continuous educational and career plans enable one to take 

advantage of educational and other opportunities for increasing 
employability. 



Objectives: 

Upon completion of this unit, the student should be able to accomplish 
the following objectives: 

1. To demonstrate, through the ability to get along with others, 
increased maturity, sel f*understanding and understanding of others. 

2. To list at least five personality traits that one must acquire 
to be successful at school and In the world of work. 

3. To demonstrate, by improved personal appearance, the importance 
of being well groomed and the factors that affect it. 

4. To demonstrate the ability to make independent and rational 
decisions when analyzing case studies. 

5. To discuss orally or in written form the tangible and Intangi- 
ble advantages of personal efficiency. 

6. To identify attitudes and characteristics which contribute to 
success in scnool and on the Job. 

7. Hake a personal educational and vocational plan based on in* 
terests, skills, and capabilities. 
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IMTEGRATIHfi CAREER EDUCATION INTO SUBJECT MAHER 



(•nerallzatlons: 

1. One's satisfaction In the choice of a career Is Influenced 
by his understanding of the related occupations. 

2. Occupations differ In the qualifications they require for suc- 
cessful performance. 

3. There are socially acceptable Jobs that use skills and knowledge 
for a wide range of Interests and capabilities. 

4. Learning to work Is an educational process. 

5. All aspects of education contribute In some way to occupational 
competency . 



Objectives: 

Upon completion of the study of occupations that utilize skills and 
knowledge obtained In courses, the student should be able 

to accomplish the following objectives: 

1. From a list of occupations Identify and classify those occupations 
that utilize skills and knowledge. 

2. To discuss either In written essay or orally some personal traits 
and skills required for the broad areas of occupations In , 

3. To list the courses taught at the high school level In the Memphis 
area that train In skills and knowledge. 

4. To identify the Institutions, high schools and schools of higher 
learning from which post high school training can be received. 

5. To become aware of the demand for persons trained In 

skills In our changing econon\y through the discussion of newspaper 
ads. 



Objtctlves I'or Laboratory Experiences: 

The laboratory activities suggested at the ninth grade level should 
ennble the students to accomplish the following objectives: 

1. To use acquired skills to earn money on part-time basis for self 
tnd/or class activities, 

I. To discover opportunities for volunteer or part-time work that 
require skills and knowledge In subject matter. 

3. To decide 1^ personal traits, Interests, and skills nett the 
crftleria for a major In . 
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CAREER CLUSTER APPROACH TO CAREER EDUCATION 



Generalizations: 

1. Because of modem technology, employment patterns are changing 
as compared to 50, 25 or ev*n 10 years ago. 

2. An understanding of career clusters and employment opportuni- 
ties In an area aid In the decision to enter a career area. 

3. There are specific personal qualities that contribute to suc- 
cess In each career cluster. 

4. The process of Identlfing the differences and simlllrltles 

In the capabilities required of Jobs within a cluster aids In 
the making of realistic career choices. 



Objectives: 

Upon completion of the exploration of several career clusters, 
thidtnt should be able to accomplish the following objectives: 

'1st the gentry' aptitudes and abilities needed for success 
in t«»c nr more career cluster-i. 

2. Identify numerous tasks and res, .-nsi till ties related to the 
occupations he Is exploring. 

3. Identify at least two career dusters which appeal to his In- 
terests . 

4. Relate Information on training and experience required for 
entry level positions in the preferred careers. 

5. Identify alternate choices in case vacancies In chosen career 
do not present themselves. 

6. Relate the disagreeable aspects of his chosen career. 

7. Identify the different competencies required of various jobs 
within a career cluster. 

8. Identify the similarities In competencies required of various 
jobs In a csieer cluster. 

9. Tentatively Identify with a career cluster. 
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CASE STUDIES IK OBTAINIHC AND HOLDING JOBS 



CASE I. 

Sandra 2. flrat appllea at an employment service office at the age 
of 16. She aald she needed a job urgently because she was living 
with her sister. When she reported to the employer and was told 
her wages she iwiedlately replied that friends advised her not to 
work for those wages and that she wasn't Interested. The employer 
contacted the counselor and said that he would not hire this ap- 
plicant under any circumstances. Her attitude and manner were so 
unsatisfactory that he felt she should not be referred again. 



CASE II. 



Mary S., 19,. is tall and attractive. She went to .irt school in 
Cleveland for half a year, was dissatisfied and quit in February. 
The employment office referred her to a Job that did not require 
experience but included Saturday work. She informed the employer 
that she wanted Saturdays free to visit friends in Cleveland. 

When given the name of the person with whom she would be working, 
Mary exclaimed, "Oh her'. I fought with her all through high 
school." NeedlesH to say. Hary did not get the Job. The Miployer 
reported that he did not consider her mature enough. 



CASE III. 



Lenore had excellent experience as jin accounting clerk, stenographer, 
and general office clerk. She was also an efficient typist. She 
was, however, quite short; her hair was long and uncombed, and her 
clothing loud. She was referred to a large industrial plant for 
a job as accounting and payroll clerk. 

The personnel manager said that he wished he could employ her, but 
because of her appearance he feared she would not fit in with the 
other girls in the office. Her lack of neatness and poor taste in 
clothing resulted in her not being hired. 



CASE IV. 

Mary wanted a Job with hours like those she had while attending 
school. The job must also be tn her neighborhood; she did not 
want to travel downtown; the working conditions must be just right 
with pleasant surroundings and congenial co-workers. Mary insists 
on these special requirements and is still unemployed. 
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CASI V. 



Atnt. v.. pUctd vlth . loci n«w.p.p.r. H.r dutle. were proof- 

lit I ' • """••^^'^ -he dl.Uked the Job because 

the Mjor work wai proofreading. 

CASE VI. 

- s"' • -^'"^^ coa««rcl.l cour.. .nd wa. .ent 

fn Jll. I i "•°°»"P*»«f *t $45 a week. She worked about 

10 days aod then qulc. Het duties, .he .aid. were too varied; she 
Tt tit ~" •^"'^^J''^'^'^^ work. The coun.elor found her another Job 
trie dictation was too heavy. 

NOTE: THE TEACHER CAi< MAKE UP SIPJATIONS TO PINPOINT IDEAS Tu INDIVIDUALS 
IN THE CUSSHOOM WITHOUT SMBARRASSING THEM OR SINGLING THEM OUT. 
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The following story clipped from a newspaper a few years ago il- 
lustrates how one man overcame serious obstacles to achieve his 
goals. 



CASE I. "Expert Who Saved Many from Cancer Is Dead of Same Disease" 

"Dr. Grant B. Ward, sixty-one, ca.jcor t}xpert of Johns Hopkins Uni- 
versity, died today of the same jistase tr->m which he had saved 
countless patients/' 

"Dr. Warvl overcame a tremendous handicap to continue his career after 
a tumor on the spinal cord of his neck in 1942. The tumor was non- 
cancerous but it^ removal cut a nerve and deprived him of the power 
to raise his right hand and to bend his elbow." 

"Although ne could still use the fingers and fr.rearm muscles of his 
right arm. Dr. Ward's career as a surgeon appeared ended. But 
with tht help of ej?pt>rts in appii^mes, together with his own deter- 
mination. Dr. Ward made a steel anj leather harness equipped with 
springs to perform actions cf fi*^ -.Kelfss muscle." 

"To win over his handicaps. Dr. W.irJ developca certain special skilli 
with his left hand, tie asked for no sp^idal adjustments in the op- 
erating rootr, except that the table be raised to a higher level. 
The internationally known expert on nea«l and neck tumors continued 
performing very difficult and delirate operations." 

Question: What were Dr. Ward's AS£ I r_a r «, .»ns ? What special Abilities 
did he develop? What Arc Ion j id r.f take? 



CASE II "Tl.e Dropcut Who Lame B.j( ► 

"Joe Sorrentino has '2S scars -r ^:s natuis to pr ivf chat he is a 
street fignter. Bv the titf' '.c w.is :v\ :u» ti^d t lunked out of high 
schcw-L four ti-DCs, had been j .kiM ■.:t : t.^.e Marines, and had lost 
30 Jobs. Tl;e secontJ oiOfsc -.r^e-: 'M' :rin, Joe always wanted to 
be an *achlever', and in his nrl^.-^ r^. an achiever had to be 
handy with hts fists. A veter.^p. ot d. n- than 100 rumbles, Joe was 
put on probation Juvenile dMitr <if*t'r -ne particularly bloody 

street fight, when tie was in hU f:r«.t ve,ir i-f probation, he flunke<? 

out of high school. Not long aftei he e!;rclled in another high 

school at night he faliec: thert' als*. lix a third try at high 

school he didn*t last a sea* ^^i"" 

• "At 14, Joe had begun trying lils h.md at various Jobs, achieving 
a record for failing which was *bette:' than even his school career. 
On his first day of work at a c.lea.-h tactory, he attempted to carry 
10 gallons of bleach to a truck he w.is loading and dropped all 10. 



Joe later worked in a sweater factory, where he had the embarrassinq 
experience of beino awakened from a nao by the President of the com- 
pany. Another job opoortunity for Joe came through a furniture com- 
nany's ad in the newspaper which read: "Want ambitious young man who 
seeks responsibility." After a month of aliqninn wheels of teacarts, 
he qot tired of resoonsibility. 

Joe enlisted in ,the Marines when he turned 18 but could not stand 
the discioline, and rebelled. He fouoht with recruits, rioted in 
the mess hall, and tried to run awav. Judned an ^'incorriqible'* by 
the Marines, he was sent Packing with a General Discharge. Back home, 
he was a hero to his old street nanq buddies. Rut within himself, 
Joe felt ashamed. ;At 20., he came to realize that his only chance 
for a better life was through education. So he went back to high 
sci-ool, for l.he fifth t.ime, at niaht, working davs in a supermarket* 
After two years, he graduated with the highest ayerage in the' night 
school *s history. 

Despite only fair results on college entrance exams, his grades got 
him admitted to the Uniyersity cf California. At first, Joe felt 
he had nothino in coimon with the collene youths who talked about 
summer yacation and beach oarties — - '.hings he knew nothing about. 
But he stuck it out and in his senior year, was elected nresident 
of the student body. After graduatinn with honors, Joe went back 
into the Marine Corps for two years, feeling that he had to make 
up for his oast record. He did. This time he became a nlatoon 
leader, highest scorer in athletic competition, and changed his 
General Pischarne to an Honorable one. 

In June of last year, 30-year-old Joe Sorrentino was yaledictorian 
at llaryard Law School. Joe has received several offers to work for 
maior IJ. S. law firms. Instead, he wants to serve a term as an as- 
sistant U.S. or State Attorney in California. 

Questions: 

K Identify some of the attitudes dnd values that Joe had before 
he finished hinh school, and compare them with his later out- 
look on life. 

2. What can we learn from Joe's case about job oooortunities and 
the economic rewards that are available in our economic system? 

CASE III. 

"Tm a die designer. We draw uo the prints when somebody has a 
bright idea for a new die. Dies are tools that are used in the 
Plant for shaping material for machine production. They come 
around to the planner and ask him whether or not we should work 
on it. They then give it to us and we have to design a die that 
will comof^te with one that they might have had designed outside 
thd firm." 
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"I used to make dies, that's how I got started. I came to XYZ 
Corporation for my apprenticeship riqht out of high school. I 
had a friend whose father was a supervisor and this fellow started 
in here. In those days emoloyment was tight and it wasn't easy 
to get a job, but I came in after my friend did. He told me about 
it and managed to get me in. But I wasn't doing tool and die work 
then. They started me on the assembly line. I worked on the line 
nights. But after I was in the plant for a while I looked around 
and I thought that Td like to go into die work." 

''You'd walk into the die shoo and it was always so neat and clean. 
They clean the machines up every weekend. The floors were always . 
clean. Well, one of the supervisors thought I could learn the work 
so he took me on as an aporentice. I had to take a cut in pay but 
It was worthwhile." 

"So I started at the bottom. Along with your work on the job you 
were sunoosed to go to school at night. We started there by taking 
vihtt they called a five year course. I finished it up in 2,800 
hours. That meant something. They taught us all that an engineer 
learns, but from a practical standpoint." 

"I'm always trying to do the best job I can. XYZ is my company. 
I'm going to stick with them until thev cross me up. Until now 
they've been very good to me. If the work I do doesn't satisfy 
them, well, that's just too bad. I always do the best i/^ork I can." 

"When I got back from the Army after the war I thought I should be 
in a higher position. I never said anything about it but one day 
the boss called me into his office and he asked me if I wanted to 
be a designer. I had never been any great shakes at drawing in 
school but I figured I'd have a go at it. Well, that's what I'm 
doing today and I'm one of eight in the wholr plant. What I draw 
and design In eight hours makes enough work to keen production 
mn busy for fifty or sixty hours." 

"Tht engineers in our firm who are college graduates have to come 
to me to ask questions. I won't take anything away from them, 
they're smart. They know all about stresses and strains but when 
they want something done they have to come to me. That's something 
I'm very proud of." 

Questions: 

1. How would you describe this worker's attitude toward his job? 
Toward life? 

2. Do you think this worker has achieved success? Why? 
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CARtEP ORIENTATION - VOiRi y.i.F 



N«M „_ Honerooa 



1. The nictst ching about school Is 



2. I vlsh teachers would 



3. To ae eighth grade means 



4. To M ninth grade means_ 



5. Staying out of school aeans^ 



6. If something is called ^'school policy** it nean8_ 



7. When I finish Junior high school 



I like to read about 



9« I would read oiore if 



10« My favorite recreation i8_ 



11 » I have always wanted to be_ 



12. When I'm 25 I expect to be^ 
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OPINION POLL* A Suggested BveluetioD InstruMiit 



DIRECTIONS: This opinion poll is concerned with your feelioge eteut 
vorking situations. Check those steteaente vith which 
you tend to disagree in the second coluas. 



Tend to Teod to 
Agree Dieegree 

1. Pay is the most iaportant consideration 
when deciding upon a Job. 

2. If a typist gets her required work done 
ahead of tise she should be able to leave 

the office early. ' 

3. Being an *'eager beaver** is the vay to 

succeed on a Job. ■ 

4. Supervisors have the right to critici.;e 
eaployees about their clothes. 

5. Salespeople should be allowed to chev 

gua if they enjoy it. . 

6. It takes careful planning to be punctual. 

7. Wearing aetal hair clips to vork is con- 
sidered poor grooaing. _ 

8. One should atteapt to establish close 
relationships vith co-*iforkers early in 
eaployaent . 

9. It should be pemissible to aake personal 

phone calls if work slackens. 

10. A worker's criticism of a superior is 

harmless » providing it is done in private ^ 

11. Eaployees have the right to talk back to 
their superiors whenever they feel they 
heve been treated unjustly. 

12. Eaployees should be able to have inexpen* 
sive business supplies for personal use 
without feeling guilty. . 

13. Failure to notify an employer when absent 
from work is a major offense. 

14. Getting along well with people is Just as 
important as the ability to do a job well. 

15. Gripii^ is a harmless way of getting rid 

of unhealthy eaotions. — — 

16. Most Jobs are boring. 

17. During periods when irork slackens it is 
wise to •*look busy**. 

18. Education and training are over-estiaated 
by eaployers. 



T«iid to Ttnd to 

Agf Dloigroo 

19. Uorkoro should not attospt 'to do ooMthint 

unlooo th«y aro 0pociflc«ll7 told to do to. 



*Thi0 dovico My bo uood ao a pro«taot of otudoat attitudaa* It could 
•onro aa a guida for data dlacuatfon. 



Illiooia Taachar, Vol. XI, No.S 
Sprint 1967-68 



PERSONALITY INVENTPrN^ 



Here are twenty traits without which, though you may have ability, brains, 
skill, and Information^ you can hardly expect to succeed In competition with 
other people. Grade yourself: 



Those traits In which you score 3 points or below are the ones that you should 
Improve. 

1. IS SOCIABLE: Smiles a great deal; gets along with people; and has a keen 
sense of humor. 



2. IS COURTEOUS: Considerate of other people; gives extra service; and says 
"Please" - "Thank you." 



3. SPEECH IS EFFECTIVE: Expresses ideas clearly and convincingly; and 

speaks distinctly. 

4. IS COOPERATIVE: Helps fellow workers and customers; Is willing to assume 

responsibility; and works for the organization. 

5. HAS INITIATIVE: Makes best use of time; thinks up nei^ Ideas; and makes 

suggestions for Improvements. 

6. IS AMBITIOUS: Wants the business to succeed; wants to see others succeevi; 

and Is a "doer," not a "dreamer". 



7. IS TACTFUL: Says the right thing at the right time; does not argue; and 
makes the other fellow feel he is doing things his way. 



8. IS ENTHUSIASTIC: Is not afraid of hard work; likes people; and does his 

job as if he owned the business. 



9. IS CONSIDERATE: Makes an effort to see the other fellow's point of view; 

and is always on the alert to help others. 

10. IS ORDERLY: Systematizes his work; keeps things 1n their proper place; 

and is a clean storekeeper. 

11. IS HONEST: Must be held in highest confidence; takes responsibility for 

his own errors; and avoids temptation » bad companions » and 
bad personal habits. 



12. IS DEPENDABLE: Is always on the job; observes company policies and pro- 
cedures; and does what he is told to do. 



Excellent 
Good 
Average 



5 points 
4 points 
3 points 
2 points 
1 points 



Fair 
Poor 
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13. HAS SELF-OOMFIDtlCIt h« COT and will •uee««di decs not 

know It tllj «nd n«v«r alibi*. - 

14. IS LOYAL: B«ll«ir«* In tht eoapmy for which h« wetfca; knows fOpiM 

who M quallfltd will b« adTanead; and obaarwaa Luapny 
poll daa . 

15. IS IMTELLIGERT: toff^a what ha la doing; knowa hi a MrAiadisai md 

makaa an affort to laarn naw Mthods. - 

16. IS ADAPTABLE: Makaa adjuatfianta aaally; walcoiMa chanfaa; and judga* 

naw Idaaa on narlt rathar than by prajudlcaa. 



17. MEHORT: taaa^ara and can aaaodata nanaa and facaa; la abla to 
rotaln caaantlal facta; and dlacarda nonaaaantlala . 



IS. IS ECONOHICAL: i^avaa tlaa and affort by balng affldant; watehoa 

uaa of auppllaa, aqulpnant, ate. that ara coatly; 
and aavaa hi a own Monay aa wall aa nonay for hla 

enp loy a r . - — . 

19. OSES JUDGMENT: Baaaa JudgiMnt on facta; nakaa dadalona on Mrltt 

and la notad for aound judfiMnt. ^ . 

20. HAS PERSISTENCE AND PATIENCE: Doaa not loaa patlanca aaally: trlaa 

again and again, and la not aaally dlacouragad. 



TOTA*- 
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WHAT ARE MY INTERESTS 



INSTRUCTIONS ?0 STUDENT: 

If you had to stlcct one or more of the jobs below, which do you 
Chink would be mout Interesting? Check as many as you find of In* 
terest to you*<-nuaberlng them in the order of your preference. 



GROUP A 

Auto Mechanic 



OROUP B 

Bookkeeper 



GROUP C 

Laboratory Technician 



Handy Man in a 

••Pix It Shop" 



bank Teller 



Analytic Chemist 



Shop Apprentice 



Timekeeper 



Draftsman 



CROUP D 



Autottiobile 
Salesman 



CROUP E GROUP F 

Stenographer tluslcian 



Sales Clerk 



File Clerk 



Commercial 
Artist 



Household 
Appliance 
Demonstrator 



Compcometer 
Operator 



Clay or Wood 
Modeler 



SUCCESSFUL DEVICES IN GUIDANCE AND COUNSELING 
Rudolph F. Wagner 
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eVALOATZOM 



Each group rtprtstata an IKTEUST AUA. If you have checked a Job In 
CROUP A, It probably would indicate that you hav* an interest in aechanical 
thinge— that you like to «iork vlth your hands and uae tools and aachiaery. 



GROUP B Bight indicate sn interest in nuMrical work—a liking for figures 
and MthcMtical calculations. 

GROUP C represents a few Jobs which could be classified as "technical" 
and usuallj reflects an interest in work of a scientific or engineering nature. 

GROUP D Jobs show a preference for working with people— the selling and 
proaotional occupations. 

GROUP E Jobs are clerical in nature— indicating an interest in office work 
and business procedures. 

GROUP P indicates artistic interests— a liking for interpretive activities 
drsMtic and literary Jobs could also be listed in this group. 

"When considering your Job interest, keep in aind that interest alone does 
not necessarily spell success in a Job. Thousands of boys are interested in base* 
ball, but very few could aake even the ainor leagues as players. This is of 
special iaportance when considering the aore unusual or glaaorous fields, such 
as acting, opera singing or deep-sea diving. Reaeaber that each Job has its own 
special value, and that practically every Job calls for soae special skill, abil- 
ity or talent. The Job of draftsaan, for exaaple, requires ability to concentrate 
and visualiie, along with a knowledge of aechanical drawing, shop techniques, 
blueprint reading and aatheaatics. Satisfactory grades in aost of these subjecte 
in high school are a MUST for the successful draftsaan in today's industry. 

"Siailsrly, an interest in the clericsl field-particularly in stenographic 
and secretarial work-aust be supported by aany special abilities snd talents. 
Typing requires a high degree of physical coordination, aanual speed and an 
ability to read rapidly. The good secretary aust have a keen aeaory, a good vo- 
cabulary, legible penaanship and a sound foundation in language, spelling and 
graaaar. Good grades in high school English, aritlaietic, bookkeeping, typing 
and shorthand sre certainly valuable assets to the high school graduate looking 
for office work. Try to keep your interests within the practical liaitations of 
your abilities «nd taleats. 

"Once you have discovered these real interests, however, you will probably 
hove a fairly accurate estiaate of your talents and aptitudes. Your high school 
grades are usually a good indication of both. Your parents, friends, teachers 
and counselors know you, and can be of help in deteraining your personal qual- 
ifications. Moreover, these people have a definite INTEREST IN YOU, and should 
be consulted before asking your final occupational choice." 
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SUGGESTIONS POR HIGH SCHOOL STUDENTS REGARDING JOB INTERVIEWS 

P«r«oan«l .x.cutive. hav« bten a«k*d in many atudlaa to Il.t tha aoat impor- 
tant thing* tha graduating senior can do in order to aakc a t*vorabla lii- 
prasaion during tha Job interview. One nuch study caaa fro. 153 compania* 
whose findings wsra raprinted in Educational tmd Vocational Planning by 
Williaa Martinson (Scott, PoresMn 4 Co., 1959). 

High on their list of priority were the following auggeatlona: 
Know what field of work or Job he ia interested in and why. 
Undaratand his interests and abilities. 

Show a knowledge of the company and its products or services. 
Read cospany literature in the placement office. 
Drsss properly— neatly. A good appearance. 
Try to be relaxed— at ease. Act naturally. 

Ask questions about the company or Job which are sensible— intelligent- 
pertinent- discriminating— wall thought out. 

Diaplay an interest in the company and the Job. 

Be sincere — forthright— frank. 

Show an ability to express himself clearly: good use of English. 
Have a scholastic record which is average or better. 



Illinois Teachers of Home 
Economics, Vol. VIII, No. 6 
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JOB ANALYSIS SHEET 
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1, 

2. 
3. 

4. 

c 

^ • 

6. 
7. 

8. 

9. 

10. 

11. 

i2< 

13. 



Job Title: 



office clerk 



Age (mlnlauB and maximum) and sex: 18-63 female only 
Working Hours; 8-5, 5 days per week (1 hr. for lunch) 

Overtime or holiday work; none 

Approximate salary range: $3|80 0 - $4,200 



Job Hazards (accidents, special working conditions) : none 

Education background (high school, college, technical 
schools, apprenticeship, etc.): high school and business 
college preferred^ 



Special tools and equif>merr used on Job; 

Supervision ; department head 

Hea 1 th : reasonably good health 

Experience : 1 year . 

Machines used: typewriter occasionally 



none 



Place of Work: of fice (air conditionec ) 

Briefly describe type of work and operations involved: 

A. filing of letters and forms (20Z) 

B. sorting and distributing mail' (lOZ) 

C. filling oui forms on typewriter or by hand (60Z) 

D. errands (lOZ) 



Johnny Brown 



(Name) 



Tha abovt sheet may be modified or expanded at the discretion of the 
Instructor or counselor. Students may wish to prepara their own 
uhMtn d thorough discussion has taken place in class. 

SUCCESSFUL DEVICES IN GUIDANCE AND COUNSELING 
Rudolph F. Wagner 



41 



A Druji for CUMroo» or A»se«bly Progr«» 



THE DROPOUT LOOKS FOR A JOB 



As industry uses and more automat ion, jobs for unskilled workers 

are rapidly disap . .ng. One study shows that such jobs are disap* 
pearing at the rat* of 250,000 each year. What do you suppose will 
happen to the teenagers who drop out of school before they are pre- 
pared for jobs? 

THE FOLLOWING SCENE TAKES PLACE IN THE EMPLOYMENT OFFICE OF A LARGE 
.^LECTRIC UTILITY COMPANY. PETE IS SEATED IN FRONT OF A DESK. BEHIND 
THE DESK IS MISS ANDERS, A PERSONNEL INTERVIEWER. 



ANDERS; 

FETE: 

AHDERS: 

FETE: 

AKDCIS: 

PETE: 
ANDERS: 



Fi^TE: 

A2n>ERS: 

PETE: 



KNDERS : 

PETE: 
ANDERS: 



PETE: 
ANDERS : 



What kind of job are you looking for, Pete? 

Oh, I don*t know. Just anything, I guess. Miss Anders. 

Tell ae about you qualifications. 

My what? 

Your qualifications. What would you have to offer our 

cospany that would sake us want to hire you? 

Well, 1 like to fuss around with telephone lines. 

But we're not a telephone company. We're an electric 

utility company. What qualifications do you have for 

our company? 

Guess I don' t have any. 

Tell me. Fete, how did you get along in school? 
Hot so good, I guess. The teachers tlways yapped about 
me being late, and they gave dumb tects about things I d 
never use. So I quit. 

Well, Pete, I can tell you this. If you have a job, your 
boss expects you to be on time. 

I would be— if I had a job. That's different from school. 
Are you sure? Don't you know that when you're in school, 
that • your job? 
But 70U don't get paid. 

i^w^ in oo'.cy. but you're preparing yourself for a future 
job that *^ocs pay. The more education you have, the more 
the job pays. Your teachers are fussy about your being 
on tine, doing your assignments, and taking tests. They 
are trying to help you learn good work habits. 
But you don't have to take tests on a job... 
On, yes you do, Pete, each one of our employees is on 
probation for six months. During this period he*s on 
trial. At the end of six months he is graded by his 
sup<irvisor, who turns in the arades and a long report 
to us. If the grade is satisfactory, the employee 
eatf^rs another probationary period. He must complete this 
p-rlod successfully before he's given permanent employment. 

Guess I didn't know. ^ , ^ 

jid you know that b^sfore we hire anyone we check his grades 

at school? 

Gceh, I'm a dead duck then. 
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ANDERS: Pete, you knov how t\ . baseball team managers go all around 
the country trying to find the very best qualified men for 
their teams. 

PETE: Sure, they gotta have a good team. 

ANDERS: Yes, they do. So does any business. Every businessman 
wants the very best qualified person he can find for any 
Job opening that comes up* He's going to check applicants 
for attendance and punctual it>r^, for grades, for attitude, 
for their interest in taking/part in school activities. 

PETE: You're saying that I doD*t have a chance, aren't you? 

ANDERS: Right now, yes, Pete. You need more education. Look st 
your application form. What is this first word? 

PETE: It says "print." 

ANDERS: Exactly. But you wrote instead of printing. This tells 

me thAt you don't follow directions well. 
PETE: But wj printing is terrible. 
ANDERS: What sbout these empty spaces? 

PETE: I just didn't know what to put in them. I don't know 
what to put in them. I don't know what some of the 
words mean. 

ANDERS: Marital status? We oterely want to know whether or not 
you are married. 

PETE: Oh I 

ANDERS: I'm trying to help you for your mxt application, Pete..* 

Remember when I asked you what kind of Job you were looking 
for and you said, ''just anything?" 

PETE: Well, I am. I'm looking for a job. I'll take anything. 

ANDERS: But, Pete, can*t you sec how we look at a statement like that? 

PETE: No, I can't. 

ANDERS; Before you apply for a job, you need to find out all you can 
about the company. Then you decide if you have any skills 
uffrr for a particular job. Believe me, Pete, you must 
nave something definite to offer. There's too much ccmptti* 
tlon for jobs that don't require a great deal of education 
and training. There are about seven million young dropouts 
like you competing for the few jobs open for unskilled help. 

PL IE: Wow! Makes a guy stop to think, doesn't it? 

ANDIIRS: It should, Pete. Why don't you give it some serious thought? 
Then decide what you should do. 

?£':£: Thank you, Miss Anders, I will. 

ANDERS: And remember, Pete, good habits are your servant; bad habits 
are your master. 

FILL IN THE BLANK SPACES BELOW 

1. What kind of Job did Pete say he was looking for? 



Why did Pete say he quit 


school? 




What did Miss Anders say 


about ^^chool as a job? 
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4, Do business orgsnlzstions hsve sny kind of test for their 
employees? 



5. Employers usually check vith schools sbout the qualifications of a 
person applying for a job. Name three things they check for. 



6. What impression of Pete did Miss Anders get from the vay he filled 
out the application form? - 



?• What does marital status mean? 



8. Name two things vou should do before applying for a job. 



9. Should a lob applicant say he will do Just anything? And Why? 



10. With ho; irany dropouts was Pete comf.'cting for a Job? 

11. MATCH THf DEFINITIONS 



quail flcatlons 
automation 
a^sl t^nirent 
probation 
appl leant 



punctual 1 ty 
nttl tude 



compptltl p 



a. a person who asks for a Job 

b* promptness 

c. the vav a person looks at things 

d. a person who works hard 

e. the abilities that i^re need/»H to 
fill a certain job 



f. a contest: rivalry 

j;. the use of machines to do work 
that used to be done by people 

b. work given to be done; tasks 

1 . a trial nerlod 

12. W .,it do you thiHv Miss Anders me^nt when she said, "Good habits are 
V Mir servant: Kid hal)lts are vour master*? 



11. '^^v ro vou tbjnk Andor55 did not hire Pete? 
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14. Do you agr«« or dltagtM with Hits Andcr't JudgMnc about P«t«T 



IS. We t«t an Idoa of what P«t« thought about hla taaehara. What 
do you think tha taaehars theuthe about Fata? 
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* PP1 .TCATI0M UtpER 



872 Shady Avtnut 
Mcaphlt, T«Qii0SM« 38108 
Juoa 1, 1971 



Mr. Wllllaip S\ Johnson 
Personnel Director 
A-1 Conetructlon Coapeny 
1260 Eeet Seventh Street 
Meaphle, Tennessee 38120 



Deer Mr. Johnson: 



In response to your edvertlseaent for e dreftsmen in the May 31 » 
1971 » edition of the CoMerciel Appeal, I should like to apply 
for the position. As I have indicated on the enclosed personal 
resuae* sheet » ny draftsaan qualifications aeet the high standards 

of your company • 

I graduated in the upper fourth of «y high school class. In ad* 
dition to the drafting courses I took in high school, I have 
taken drafting courses at the Area Vocational School. I plan to 
continue «y training In this field by taking night courses at 
the Meaphis Technical Institute. 

While in high school I participated in a cooperative education 
progran in which I worked part tiae in the drafting departaent 
of International Harvester Coapany. The aanage? of that depart-* 
aent» Mr. Oscar Reddick, has given ae peraission to list his naae 
as one of ay business references. 

I enjoyed ay drafting classes at school and ay work at the 
International Harvester Coapany. I should like to continue in 
the field and aake it ay career. May I expect to be called for 
an interview? My telephone nifliber is 684-5234. 



Sincerely yours, 
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Joseph V. Webster 
Enclosure 



46 



PERSONAL RESUME* 



Maae: Joseph W. Webster 
Address: 872 Shady Avenue 
TelephoDe: area code 901 684-5234 



Height: 6' 1^' 
Weight: 190 pounds 
Msrltsl Status: single 
PhyslcsL condition: Excellent 



Education: 

Graduated from Northside High School, Memphis, Tennessee, on 
June 1, 1970, with six credits In drafting. Completed a twelve 
•onth araicing course at the MenfUis Area Vocational-Tachnlcal 

School. 

Admitted to the Evening Division of the State Technical Institute 
at Memphis for the Fall quarter 1971. 



Extracurricular Activities 

President of the Vocational Industrial Clubs of America 
Treasurer of the Student Council 
Quarterback on the Football Team 



Experience 

Part-time student assistant in drafting department at International 
Harvester Company. 

References 

Mr. Oscar Reddick, Manager, Drafting Department, International 
Harvester Company » Memphis, Tennessee 38127 
Telephone 525-8406 

Mr. Paul T. Lewis, Chairman, Vocational Education Department, 
Northside High School, Memphis, Tennessee 38108 
Telephone 324-5114 

Rev. T. 1. Briscoe, Pastor, Trinity Methodist Church, 47 Ninth Street, 
Memphis, Tennessee 38102 
Telephone 484-3368 




Recent 
Photograph 
Trimmed 
To Fit This 
Space 



CLASSIFIED PERSONNEL 
An Equal Opportunity Employw 



.Application Form 



Division of C!a$»ifi«d Personnel 
Memphis City Schools 
Room 158, 2597 Avery 
Memphis, Tennessee 38112 
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I. B. M. No. 



Do not write in this bloek 



Instructions: This fomi is tr be completed in ink in the applicant own 
handwriting and signed in the space provided on the reverse side. Tnt 
applicant should arrange for a personal interview. 



A FAL5E ANSWER TO ANY OF THE QUESTIONS BELOW MAY INVALIDATE THIS APPLICATION- 

L Personal Data 



Name . -- ^ 

Addre.sd - 

liist at i^ast two .sch'iols near >our home 

Date of Birth — — — 

Pay 



Maiden 

_ Zip Code 



Date of 
Application-, 



1. 



Yea/ 



Telephone No. 

2 



Place of Birth 



Ms>nth 

Nationality i^ex M F Race 

General Health l.^u^t Two Years 



Height- 
Physical Defecta 



Weight. 



Marital Statu^^ ... No of Children. No Uependenla. 

M. w. n 

Name of Husband or Wife - - ■• 

Where Kmployed (Husband or Wife). 

Names of Parents. - - 

Where Employed (Pa»-ents) 

II. Type (3) of job is) for which you wish to be considered. 

(1) (2) (3) 

Can you type? . words per minute Use shorthand? 



(Htarinff, SpMeb, Vkion or Olhir) 

Soc, Sec, No 



Address — 



.words per ininuts. 



III. Are you available for substituu- w:>rk? ll' Temporary Employment? g 

IV. Educational Preparation 



Elementary 
HighSch^ol 
CoUeKe or Univ 
Voc. School 



Special Courses 



Name of Schovl 
and 
SUt« 



Dates 

AtUnded 
From To 



H. (chest Grade 
or Letel Completed 



Year of 

GradoatSott 



Degree or 
Diploma Bee'4. 



V. Additional P(»rsonal Data 

1 Are vou a resident of Memphis? If "(.t, do you plan to ertablish residence in Memphta 

( F;ll o!it revcte fnde complet«l7) 



r-rt^/^ if you are employed 



im 14764 
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BUSINESSES AND INDUSTRIES THAT PERMIT 
STUDENTS TO TOUR THE FACILITIES 

* Indicates companies that will supply persons to talk to classes. 



BUSINESSES 



PERSON TO CONTACT 



* Levi Strauss 
706 Royal ove 
Phone: 527-8591 

* Owen-Illinois, Inc. 
3176 Jackson Avenue 
Phone: 324-3651 , Ext, 49 

* Wurzburg Brothers, Inc. 
710 So. Fourth Street 
Phone: 525-1441 

* The Quaker Oats Company 
Box 8035 

Phone: 324-8851, Ext. 52 
(Tours limited to 20 students, 
Request for tour must be made 
two weeks in advance. Tour 
lasts two hours.) 

Memphis Blue Cross 

85 No. Danny Thomas Blvd. 

Phone: 523-2211 

(Twelfth grade students only) 

* Memphis Branch, Federal Reserve 
Bank of St. Louis 

Box 407 

Phone; 525-1531 

(Tours limited to twenty 

students, two advisors.) 

* WDIA - WAID Radio 
2265 Central Avenue 
Phone: 728-4551 

(Prefers 9:00 a.m. - 11:00 a.m. 
tours. ) 

* Squire Walter Bailey 
County Court House 
Phone: 525-8601 



Mr, Bill Broome 
Personnel Manager 



Mr, A. F. (Sandy) Hardel 



Mr. Reginald Uuriburg 
President 



Mr. C. D, Shook, 
Employee and Comnunity 
Relations Manager 



Mr. Tom Dwyer 



Mr. Cleophes Owens, Jr., and 
Mr. C. L. Epperson, Jr. 



Mr. A. C. Williams 
Public Relations Director 



Mr. Walter Bailey 
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Levines Dept. Store Mr. Melvin wmiams 

394 E. H. Crump Blvd. Manager 
Phone: 774-6300 

♦ Atha L. Brandon Mrs. Ernestine R. Hayes 
Certified Public 

Accounting Firm 
Suite 1318, Exchange Bldg. 
9 No. Second Street 
Phone: 525-5956 

♦ Universal Life Insurance Company Mrs. Francti. iiaisel 

■<K0 Linden Avenue Assistant V Ice-president 

jne: 525-3641 
(Prefers two weeks notice and 
Thursday or Friday tours.) 

Holiday Press Mr. Charles « Camp 

3781 Lamar 
Phone: J82-4451 

!TT Continental Bakinq Company 
^00 Monroe Avenue 
Phone: 525-8407 

J. M. Smucker Company Mr. Eugene Cor 

4740 Burbank Road 
Phone: 362-3550 

Memphis Publishing Company Mrs. Rachael Mo. vUi 

^95 Union Avenue Promotion Depirtment 

Phone: 526-8811 

National Bedding Furniture Mr. E. C. Patton 

1700 Channel Avenue 
Phone: 942-4561 

Piougl-. Inc. Mr. Warren Orarfin 

3022 Jackjon Avenue 
Phone. 458-3361 

Richards Manufacturing Company Mr. Robert Moore 
1450 E. Brooks Road 
Phone: 397-4483 

Shulton, Inc. Mr. L. Willis 

1725 Third Street 
Phone: 948-1633 

NOTE- Other companies are listed in the appendix of Occupational 
O rientation and Exploration in Junior High School Home 
Fcqro mics and Industrial Arts . ^ 

If ycu need additional assistance in securing resource persons, 
(Mrs ) Grace Williams, Curriculum Specialist with Project SPAN, 
^ will assist you. 
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BITLLETIM BOiUtD IDEAS 



Utt A largt cartoon dravliig of Snoopy (cartoon characttr ttom PtMuta) 

with caption: lUpplntto It — ivorklng on a Job that 

utllliaa your Intaraat and •blllty. 

ABC *S OF AM INTEIVIIW 
Aak quaatlona nacdad for job Inforaatlon 
Ba ralaxad and alart 
Conaldar tha lntarvlaver*a tiaa 
Oraaa approprlataly 
^cpraaa Intaraat in tha work 
Find vaya to axpraaa appraclatlon for Intarvlav 



FORMULA FOR ACHIEVEMENT 
A aplratlona. aattlng goala 

V 

.. ol II tiaa taiant of varloua klnda 

j^._ctioa effort with purpoaa and anthuaiara 
chlavasanc 

r.t-*ap xnduacriaA diaplay. Shov varloua phaaaa of davalopMnt of a 

produci* 

'xaspla Uo):con ixom tha rav atagaa to a cosplatad gatMnt 
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BULLETIN BOARD IDEAS 



A BOUQUET OF FORGET-ME-NOTS TO REMEMBER ABOUT INTERVIEWS 



Ask Questions 



He Relaxed ^( 

Consider die time 




Drett Appropriately 



Express Interest 



-frv Express Appreclatl 



on 



OPF^RTIfNir 



7Per8ervance 



^ AftblClon" 



'5 Neat Appearance 



H. Positive Attitude 




3. Good Character 



2> Pleasant Personality 



1>Educatlon with Vocational Training 



CLIMB THE STEPS TO A GOOD JOB 
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KEMEKBEl 
Formula for AchlovoaonC: 



A oplratiodi: ooctlng goAlo 
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BULLETIN BOARD IDEAS 




Understand 
Your tt If 



I Learn to 
j n^t Along 
' With Others 



Develop 
Your Talents 



Train for 
a Cluster 

of 

Occupations 
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fi5 



Which way 




KigKer EucatUtfi 



CAFEFR EDUCATION FIELD TRIP REPORT 



PlAca vitlttd D«tt 

DapartMnt vltlttd 

Gulda't tktmm 

List tha various occupatloua you obaarvad (uaa back of paga if 
nacaasary) : 

1. 

2. ^ 

3. ^ 

4. 

Liat any haalth or aafaty hatarda you obaarvad: 



Llat any akllla that you obaarvad in action: 



What did you find scat Intaraatlng? 

What did you find laaat Intaraatlng? 

Opinlona fros vorkara about uhalr joba: 

Did tha vorkara aaaa happy? 

Hov do you aaka application for a job hara? 



"Wh«t'« IJt Lin«T" 

(A clcssroM Iccniini •ctivity chat is played like the television 
gSM, "What's Hf Lina?".) 

Each studsDC rasaarchas a Job in which ha ia intaraatad. Ha 
should ba prepared to anawar queationa about hia occupation. A 
panel of 2our, a timekeeper and a aodarator are aalected. The 
teacher may prefer to aervc aa aodarator, bacauae occaaionally he 
will have to intervene and qualify anavara. 

Studenta volunteer to be queationed about their occupationa. 
Each panel aaabar queationa for one ainuta, after which the tlaa- 
kaapat blowa the whiatle and the next panel aaabar takaa up the 
quaatloaing where the laat left off. In the event the panel doea 
not fueaa the occupation in aavcn ainutea, the atudent being 
qiiaactoned telle what he doea. After the firat panel haa queationed 
the four voiunteera, the four having been queationed aerve aa a panel 
aaabar and aa the guaat with the job. 

The gaae geta off to a good atart when the panel ia given aoaa 
iaadlog queationa. The panel aay atart the quaationing by finding 
01 c whether the job ia of a aanual, aachanic, etc., nature. 
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HOW I PUN 10 ACHIEVE MT CAREER COALS 



Nam of OccupAtloo_ 



DMcrlptloa of dutlM^ 



Aptltudf RAqulrAd Hov I Raf My AptltudM 

Belov Avtragt Avsragt ExctllMt 



Ntcwary Ptrsomllty Tralf Hov I Rmtt 

In Thf Personality Tralf 

Bclov Avc^agt Average Excellent 



Education or Trelnlni Required Further Education or Training I Need 



Other Requlreaente Hov I Can Fulfill Theee Requlreaente 



Suggeated Teachlng-Leamlog Approaches for Career Development In the Curriculum 
University of Minnesota College of Education 

Er|c ' 
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BIBLIOGRAPHY* 

Bookl«t» : 

r,n ^ R.t The Job? Public Itlatlon. Staff, G«ner.l Motor., 
Detroit. Michigan A8202. 

ran I Be An Office Worker l Public Relation* Staff, General 
Motors, Detroit, Michigan 48202. 

r.Mn I Be A Draftsman ? Public Relatione Staff, General Motors, 
Detroit, Michigan A8202. 

c«n I Make tb* Production Team? Public Relations Staf2. General 
Motors, Detroit, Michigan A8202. 

r«n I Be a Technician ? Public Relations Staff, General Motors. 
Detroit, Michigan A8202. 

v.... sorl.l Security. Superintendent of Documents. U. S. Government 
Printing Office, 

Sfart Getting That Job Now - A Vocational Guidance Handbook. 
Memphis Community Learning Laboratory. 

Room To Grow 

Should^ Y ou Be a Salesman? 
Should You Be A Printer ? 
Should You Co Into Electronics? 
Computer Prograimi.l.nR ? 
S h-uld You Be A Draftaman? 

Sh ould Ycu Co I m p THp Constr .ir tlon Business? 

Should You Be A Dietitian? 

Should You Be An Accountant? 

'IhnnlH Y"" T"*"" Advertising? 

kroM 1^ You Seek A Cac ^r Tn Life Insurance? 

;:houlcj V ')u_ de_A_^Pur ch32ijl£_Mii2£^ 

• Yuu -'^.LLLig. d etailing ? 

Sf.^ulo Yov Se A Nurse? 
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Shou^j^ You Be A NcvpapTMn? 

Should You Bt A Medical Ttchnoloi^l»f ? 

A M^p'» Guide To The Look Of Succe»» 

The seventeen booklets listed above asy be obtained from the follovlng 
address: 

Career Information Service 

Nev York Life Insurance Coiqpany 

Box 31> Madison Square Station 

New York» Nev York 10010 

Your Telephone Personality > South Central Bell Telephone Company 

Careers For Youth In The Food Service Industry . Olrectar of Educatlcn, 
National Restaurant Association, 1530 North Lake Shore Drlve^ 

Chicago, Illinois 60610 

*Free or inexpensive booklets 
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SFAM fROJECT 



Dorlhsid. High School - 1212 Vollentin. 
nmfhUt T«nnoMe Ph. 27A-I3>i 



CoMMrc 1«1 ly -Pr oduc ed 
Audio •nd/ct Visual Ald« 



lOHAX FILM STRIPS 

Th« Ag« of EleccroAles 
(ElcecroDlc*) 

Grades 7-12 



Compasolon for People 
(Health Occupacioaa) 

Grade* 7-12 



Man Kaa Wings 
(Aircraft Industry) 

Grades 7-12 



Money Tree 
(Banking) 

Grades 7-12 



Cabbages to Kings and 
Various Things 
(Retailing) 

Grades 7-12 



Nation's Builders 
(Building IrAdes) 

[izfiet 7-1? 



Electronic Technicians 
Environnent Test Technician 
Electro Mechanical Asserf>lers 
Age of Electronics Ovenriew 
Technical Writers 
Machinists 

Mental Health Aid 
Licensed Practical Nurse 
Compassion for People Overview 
Registered Orthotist 
Inhalation Therapy Technician 
Registered Professional Huree 

Aircraft Engine Mechanic 
Pilot Flight Instructor 
Passenger Service Agent 
Man Has Wings 
Air Controller 
Air Frame Mechanic 

Bank Tellers 

Money Tree 

Decoder Operators 

Investment Account Executives 

Real Estate Appraisers 

New Account Clerks 

Retail Food Clerks 
Retail Department Heads 
Speciality Retail Sales - 
Cabbages to Kings and Various thlni* 
Credit Counselors 
Retail Sales Associate* 

Electricians 
Nation's Builder* 
Carpenters 

Archltectuisi niattsaen 
Heavy Bqulpmeui Operator* 
Civil tnfelne*rin« Techoit t«.* 
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Jobs for th% Mow Conoration 
(First Jobs) 

Grados 9-12 



Engineering Assistant 

Jobs frr the Nov Generstioo 

Real Estate Manageneat Trainaa 

Food Service Aasiatant 

Park and Recreation Aaalataat 

Equipaent Rental Aasistaat 



CASSETTES 



What^s U Like 
(Albua I) 

Grades 7^12 



Vbat's It Like 
(Albujs II) 

Grades 7-12 



Preview Saspler 

Suggestions for Effective Uaaa 

Air Traffic Controller 
Bookkeeper 

Employment Represantatlve 
Clerk Typist 
District Sales Manager 
Retail Divisional Manager 
Employee Development Specialist 
Buyer (Department Store) 
Executive Chi^f 
Freight Checker 

Airline Instructor (Reserve tiona) 

Layout Operator (Manuf acturing) 

Airline Ticket /^e>ir. 

Pediatric Nurse 

Receptionist 

Restaurant Manager 

Section Chief (Kanufacturiag) 

Special Projects Coordinator 

Emergency Room Nurse 

Truck Maintenance Man 

Bank Vice President 

Store Detective 



GUIDANCE ASSOCUTBS (Filmsttipa) 

Job Attitudes Why Work at All (2), 106-318 

Trouble at Work (2), 100*337 

Grades 9-12 Liking Your Job and Your Life (2)« 102-67. 

A Job that Goes Suaeplaca (2), 102-275 



Voca^xonal Film strips 
'.Vadcs 9-12 



Your Job Intervlev Part I 6 II, 137-6S4 



AUDIO AND/OR VISUAL AIDS 
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GUIDANCE ASSOCIATES 

Sound Fil«$trip 
(Each has Part 'I 
and Part II) 



Grades 9-12 



Jo5s and Gend;°, 103-349 

High School Course Selection and Your Career, 
101-806 

Getting and Keeping your First Jot, 101-608 
Orunping Out: Road to Nowhere, 101-103 
Your Personality: The You Others Know, 100-972 
Choosing Your Career, 219 

What y)u Should Know Before You Go to Work, 106-102 

Your Job Interview, 107-654 

Preparing for the Jobs of the '70's", 103-802 

An Overview of Technical Education, 103-604 

Jobs for High School Students, 186 

If Your 're Not Going to College, 102-184 



SINGER SVE EDUCATIONAL 
FUNDAMENTALS FOR OCCUPATIONAL 

Planning 

Grades 7-9 
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Four Who Quit, 222 

Preparing Through the World of Work, 188 

What Is a Job? A778-3 

What are Job Families? A778-4 

What Good Is Scnool? A778-5 

What Are You? A778-1 

What Do You Like To Do? A778-2 
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AUDIO AND/OR VISUAL AIDS 



EOUCATIOKAL PROJECTION 



Surgical Technical , 2034A 
Optometric AsslsUnt. 2034B 
Nurse's Aide, 2035A 
Ward Clerk, Hospital, 2035B 
Practical nurse, 2036A 
Certificated Laboratory Assistant, 
Electronic Technician, 2037A 
Business Machine Mechanic, 2037B 
A Business Education, Z03BA 
Cosmetology, 20388 
Technical Drafting, 2039A 
Commercial Cooking, 2039B 
Answering Want Ads. 2006 A-B 
The Interview, 2009 A-8 
Filling Out Applications, 2007 A-B 
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PREPARING FOR THE WORLD OF WORK 
Grades 9-12 

0. C. PENNY SOUND FILHSTRIPS 
Grades 9-12 



5;:r1urr/Trr;;,l"oc.t1on.l Eduction 



Career Decisions 



The following materials are from SRA and are located at 
Klondike Elementary School. 

OUR WORKING WORLD 



Grade 1 



Pamiligs at Work 



Grade 2-3 Neighbors at Work 



Grade 



3-5 Cities at Work 



12 records and text and 
workbooks 

8 records and text and 
workbooks 

12 fllmstrlps, 6 records, 
text and workbooks 
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NatloiMl Audlovltual CmUr 



16MH Film 



1. Business Machine Operators 

2. Cooks and Chefs 

3o Hardest Worklnq Dollar 

4. Household Appliance Repairman 

5. Jobs In Automotive Trades 

6. Jobs In Bakinq 

7. Jobs In Cosmetology 

8. Jobs In Drafting 

9. Jobs In the Health Field 

10. Opportunities In Clerical Work 

11. Opportunities In Hotel and Notels 

12. Opportunities In the Machine Trades 

13. Opportunities In Sales and Kerchandlslng 

14. Opportunities In Welding 

15. Sheet Metal Trades 

16. Skills for Progress 



Cassette Tapes 



Use & Misuse of Occupational Information 

Lecture by Dr, Hoppock 
Use of Case Conference In Preparing for 

Career Planning* Lecture by Dr. Hoppock 
Awareness of Minorities In Counseling 

Situations • Dr. Vontress 
Forum - Questions and Answer Period 
General Session SPAN Weekend Retreat 

Lecture by Dr. Hoppock (two tapes) 
How to get a job and keep It (two tapes) 



Miscellaneous Items 



Dukane Projector (three) 
Callfone AV80 Tape Player (two) 
Singer Film Strip Viewer 
Microfiche Reader 

Safety Slides (300) U.S. Dept. of Labor 
(See Mr. Marshall Marcus concerning 
these slides) 
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OCCUPAXIOMAL rZLMS 
FILM LXBUt^ 
MDCPHXS BOAID OF BDUCATXON 



"Tour Job - Flttlat lo** 
**Tottr Job - Goccing Ahead" 
**Tottr Job - Good Work Habica" 
"Chooaiof Tour Occupation" 
"Cattiai A Job" 

"llth School - Tour ChaUaaga" 

"Frad Maaca a Baafc" 

"Plaaaint Tour Caraar" 

"Tour Voica aad cha Talaphoaa" 

"Do I Uaoc To Ba A Sacratary" 

"How To Invaaclgata VocaCiona" 

"How To Kaap A Job" 

"Praparing For cha World of Work" 

"Should I Go To Collage" 

"SiMar ot Dadaion" 

"Whan Tou Chooaa Nuraing" 

"Tou cad Your Work" 



TEENAGERS CAN BE HIRED 
A Guide to the Child Labor Leva 
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SOCIAL SICURITT NUMBER: 

Everyone vho vorke, regerdleee of ege, auet heve e eociel eecurity 
nuBber. You suet have e eociiil eecurity nuaber before your employer 
cen pey you. To obtain a nuaber fill out an application at the Social 
Security Adminiatration, 242 Federal Office Building, 167 M. Main St. 
or the office at 1796 S. Third St. 

BIRTH CERTIFICATE 

To obtain a work perait or to prove to an employer that you are old 
enough to vork, you miat have a copy of your birth certificate. 

If you were bom in Shelby County then go to the Shelby County 
Health Departnent, 814 Jefferaon to receive a copy. There is a 
$2.00 fee. 

If you were bom outside of Shelby County but in Tenneaaee, write 
to the Diviaion of Vital Statistics, Tenneaaee Departaent of Public 
Health, Cordell Hull Building, Nashville, Tenneaaee, 37219. If you 
were not born in Tenneasee, vrite to the Bureau of Vital Statietice, 
State Board of Health, in the capital of t\m •tate in which you vere 
born. Include your name, birthplace, datc^f birth, tlae of birth 
(if known), your aother*a aaiden naae and /our father's naaa. Be 
aure to enclose the $2.00 fee and the address where you presently 
live. 

WORK PERMIT 

If you are not 18 yeara old and have found aoaeone who wanta you 
to work for thea, you auat have a work permit. 

If you live in the city you can obtain a perait at the Meaphis 
Board of Education, 2597 Avery. If you live in the county a work 
perait can be obtained at the Shelby County Board of Education, 
160 S. Hollywood. You must take a copy of your birth certificate 
with you. You will be given papers to have aigned by your doctor, 
> prospective eaployer, and your parenta or legal guardian. If 
you xive in the county your parents must accoapany you. As soon 
as these papera are returned you will be iaaued a work perait. 

14 and 15 Year Olds Hay work in many jobs before and after achool 

hours and during vacations. 

FOR EXAMPLE: 

1. Office and clerical work 

2. Cashiering, aelllng, art work, and window triaaing 
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3. Prlct Mrklng and tagging atseabllng ordtrs, pteklttg 
and •helving 

4. Bagging and carrying out cuttonar't ordtra 

5. SoM arrand and dalivery work by foot, bicycla, or 
public tranaportation 

6. Clean up vork, Mintenance of grounde, but not 
Including the uee of pover^driven vovere or euttere 

7. Preparing and eerving food and beveragee 
Delivering nevepapere 

9. CaJdying 

10. Working on a fana 

11. Work in connection with care and trucke if confined to 
the following: 

Diepeneing gasoline and oil 
Courteey eervice 

Car cleaning, waehing, and poliahing 

But NOT including work: 

Involving the use of pits, racks or lifting 
apparatus or involving the inflation of any 
tire mounted on a ria equipped with a resKnrable 
retaining ring 

12. Cleaning vegetables and ftfiits, and wrapping, sealing, 
labeling, weighing, pricing and stocking foods when 
performed in areas physically separated froa areas 
where meat is prepared for sale and outside freesers 
or meat coolers 

13. Cleaning, tending or assisting householders, as yard 
care, pet care, child care, cleaning yards, garages 
and attics 



A 1* or IS year old may not be employed in any occupation declared hasardous . 

These include manufacturing, mining, processing, construction and 
arehouse occupations (except office or sales work in connection 

with these occupations). A 1- or 15 year old may not work in a 

freeser, load or unload goods, work for a public messenger senrice, 
'>'%rate any pcwer-driven machi. ery, work as a baker, wash outside 

windows when a ladder In required, or work in a boiler room. 



it and 17 Year Olds May work full time in most jobs 

POR EXAMPLE: 

Most manufacturing jobs 

Most Jobs in stores and restaurants 

Most service Jobs, such as in repair shops laundries, drycleanert» 

recreation services, and hospitals 
Clerical and office Jobs 

ERIC 



It yMtt it tbm •InlsuB Bg% for nowm hazardous Jobs 
THISI INCLUDE: 

1. Drlvsr or hslpsr on actor vschlclss 

2. Jobs lovlovlnt ths opcrstlon of certain dsngsrous noii^ 
working » Mtslworking, bskary* and papar productg Mcl4tf9 

3. Oparating alavators and othar povardrivan hoisting &ff&t§fm 

4. Most Jobs in connaction vith aining 

5. Most Jobs in logging or samill oparationa 

6. SoM Jobs in slaughtarhouaas and vaatpacking plaata 

7. Many Jobs Involvad in tha aanufactura of brick» tilt| Mi 
siailiar products 

8. 411 Jobs in roofing, vracki^, and daiwlitlM aparatltM 

9. Jobs in aaq)loslva plants 

10. Jobs involving axposura to radiation 

11. Jobs vbara intoxicating bevaragas ara nanufacturad, 
bottlad, or served for conaunption 

NAXXNDM HOUtS OF EMPLOYMENT 

A 14 or 15 year old uay not be employed during school hours. 
Thay nay vork no later than 7:00 P. H. or earlier than 7:00 A,l|# 
during achool aonths. 

A 14 or IS year old aay Dot be employed : 

*Mora than 3 houra a day—on achool daya 
*Mora than 18 houra a veek-*ln school veeka 
*More than 8 houra a day — on nonachool dnya 
*Mora than 40 hours a veek — in nonachool vaaka 

A 16 or 17 year old uy not vork mora than 8 houra in ona day» 
40 houra in one veek» or 6 daya in one vaak. Thay nay 
vork no later than 10:00 P. M> or earlier than 6:00 A«N. 
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